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Foreword 



n«*« R the Manuel 

Ch.pt. r. 2 (Outreech Worker.) . 3 (<*nvae.ing) . .and 5 (Referral 
and Follow-Up) are written for th. Inforentlon and Kofcrr^ Center 
■aneger end other .dnlnl.tr.tlve eteff. Qiepter d (Interviewing) i» 
for the outreach worker.. Chapter 1. which introduce th. re«oo. 
for an outreach eerwlce. ehonld be reed by both the edninl.tre.ive 

staff and the outreach workers . 

the e dnlnl.tr.tlve eteff ehould acquaint theneelvM with all 
.action. . And th. outreach worker., if lot. re. ted ehould reed 
Chapters 2, 3* and 5. 



Chapter 1_: Introduction 



What la Outreach 

Outreach takes the services of information and referral 
out of the center and into the rm—nnltji Outreach workers are 
skilled in ta lk i n g to people and knowledgeable about their 
coaanmity. They contact people in their homes in an effort to 
help them use community services. 

Why an Outreach Service 

The purpose of the information and referral center is to 
link co matml ty services with people who need them. Unfortunately , 
there are many older people who, without special help, arc unable 
to make use of services in the community. People are often unaware 
of services which exist. Some cannot read or do not own a television 
or radio, so they don't hear about helping services. Some have no 
way of getting in touch with others. And in addition to these 
problems, people are often afraid to ask for help. Therefore, the 
information and referral center wants to reach out to people who are 
now unable to find help for their problems. 

What an Outreach Service cap Do 

One of the reasons for an outreach service is to give information. 

Many people are unaware tMt there are services available to help them. 

For example, an outreach worker slight be talking to an 
older man who does not have enough money. The worker may 
find that the man is eligible for an aid program such as 
Social Security or Old Age Assistance, but that he is 
unaware of his eligibility. 
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Not only can the outreach service give information, it can 

also help the person make contact with the helping service. 

The outreach worker might make an appointment for an 
older person at a community agency. He may talk to 
the agency on behalf of the older person and arrange 
transportation for him. 

The outreach worker is also very important in helping the older 
person feel at ease in using community services . Many people are 
afraid to talk to others, especially when it means telling them of 
their problems. The outreach worker can reassure the person that he 
has a right to the help which the community can give. 

By reaching out into the community, the information and referral 
center is also '’spreading the word" about the help that the community 
can give. 

In talking to an older person the outreach worker may find 
that he does not have a problem now. However, six months 
later the older person may have difficulty and remember his 
talk with the outreach worker. He may then call the 
Information and referral center to ask for help. 

Or in talking to a younger person the worker might find 
that he has a mother or father who could use help. 

Finally, the outreach service can aid the community by learning 

about older people, particularly those who d<^ not usually come to the 

attention of others. , 

For example, the outreach service might find that many 
older people are living in poor housing. The community, 
with this information, is in a position to do some useful 
planning with its citizens. 
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Chapter 2_: Outreach Workers 



Job Description 

The job of the outreach worker is to link older people who 
have needs with places which can help meet those needs. 

To do this job) the worker helps the older person be at ease in 
talking about the way his life is going. Then the worker decides with 
him what problems he has. 

To find help for the problem^ the worker knows what places in the 
community help others, exactly what help each gives, and which people 
can receive help at each place. 

After learning about the needs of the older person and the places 
which can help him, the outreach worker brings the two together. He 
gives information about community service. And he helps the older 
person feel at ease in receiving help. 

In doing his job the worker reads about community services and 
records information about people's needs on simple forms. 

The outreach worker's job is done by visiting each home in areas 
of town where many older people live. The worker finds out if an older 
person lives at the home where he is calling and, if so, whether he 
has a need which is not being met. 

Recruitment 

When you are ready to hire your outreach workers, you should try 
to think of older people who are familiar with the community and who 
you feel might be good candidates for the job. Perhaps you know men 
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and women who have been active in senior citizens' groups, church 
groups, etc. Or possibly you can contact someone who is familiar with 
active, older people, such as the director of a senior citizen group. 
You can also list the job openings with the state employment office. 

Selection 

There are five basic criteria to consider in selecting an outreach 
worker. First, he should be an older person, approximately 55 years of 
age or more. 

Second, the outx«»ach worker must be physically able to do the job. 
He must be able to work a four-hour day and spend a good deal of those 
four hours on his feet, either standing and talking to others, or 
walking in his canvassing activities. He will also need to be able 
to climb stairs to reach the people he wants to interview. Therefore, 
you will want to ask the person appl 7 ’ing for the job about any recent 
injuries or illnesses (e.g., leg injury, stroke, etc.) which he might 
have had, as well as any chronic illnesses which might affect his 
ability to work (e.g., heart condition, bad back, breathing difficul- 
ties, etc.). Xf you have any doubt about his ability to perform the 
job, for his sake and yours, you should obtain his written permission 
to call his doctor or clinic to discuss his medical situation. 

Third, the person must be able to read and write. He will need to 
fill out forms connected with the outreach activities and will need to 
read non— technical material related to community resources. He will 
need at least a sixth grade reading level. You can probably judge how 
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fat maflt, If lit person ham worked as a Ncnttry, 

« tUfflai am 4 nctlvlai dork, or la sons •lallar Job, 

IM coo pretty well ammmm that bo will ham oaf f id on t 
routing end writing skills . 

Alov yam tarn amk him If bo roods the newspaper regularly. 

fbwrt b, (bo parson who wlsboe to bo oa oat roach worker oust 
yirnrTT tbo ability to cmawnlcato cloorly. While you ere inter- 
viewing bln, pay clone at tent loo to bow bo cns n isil cates to you. Ie 
bin rytt 5» doorT Are ble renorko reaaonably brief and to the point? 

It la not at ell Inportont whether bo ueae "proper" greener, but be 
ooke blnool f indsretood to o the re. Dooe be seen to understand 
whet you are saying to bln? Ac tbo end of your interview with bin. 

If yo« still have o quest ion in your wind about how well he oontnl- 
coteo, you night osk hi i to tr> a little "acting.” He would take 
the port of tbo outreach worker and would try to explain the infor- 
wstioa and refo. ♦ a service progran to you, who will be taking the 
part of on older person. 

fifth, tbs worker oust bo able to sake others fool comfortable 
with bln. Without this quality, people with when he talks will not 
fool free to giws info runt ion or to recelva ths assistance which he 
r«s glue. Q»ck wbetnar hie appoarenca end neano r of speech ere 
csoooodbly a tel lor to thoee of the people whon ha will ba interviewing. 
Toe dght hows eeoond tboughte, for exssple, ebout hiring e nan who 
asd talks like o top executive, since he will be interviewing 
low Isrons elderly. In addition got an idee of whether he la liked by 
others. Dose be hove o nubber of friends? Does he participate in 
nodal activities, such aa church groups or dubs? Do you like him? 
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dearly and harlot tha ability to oaka othara faal comfortable , are 

qualities which hare to be aaalysed "subjectively." That Is, you oust 

use your own reaction to the parson. 

Since such Judgments are difficult to make* you should allow for 

some "mistakes" when you hire people. Depending on your specific 

situation, you might want to hire approximately 501 more workers than 

you will ultimately need for the program. You can expect to lose about 

a third of the people because either you or the worker has decided that 

this is not a suitable job for him. This may happen either during 

training or during the first few days on the job. Others will drop 

out because of medical problems or other personal situations. 

As an example, if you want to end up with approximately ten 
outreach workers It is desirable to hire 15 Initially. 

It should be pointed out to the workers that the initial hiring is 

probationary, and that not all workers will be retained after the 

first month of the program. If some qualified workers must be let 

go at the end of the probationary period, their names should be kept 

on file as substitutes, in case of emergency. 

To suamarize, the main points you should consider in selecting 

an outreach worker are: 

1. The person should be approximately 55 years of age 
or older. 

2. He should be able to be on his feet for four hours 
a day and be able to climb stairs. 

3. He must be able to read and write. 

A. He should be able to communicate clearly. 

5. He needs to be able to make others feel comfortable 
with him. 
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The ontBt chat outnuch vorktr should bo paid will wry 

depending oo l^cal wage conditions. It will probably bo botwoon 

$J .50 and $2.25 on hour. To dscida on tho spprop riots pay for 

your oroa, coll your lo col stoto apioywat service. Dsscribo to 

than tho Job dutlss of on outroocb worker and oak than how ouch is 

paid for sinilor Jobs in your community. 

Soon of your outrooch works rs night bo rocoiving Social Socurlty 

benefits. It is lnportant for you to know that those workers can 

earn up to $1680 a year without losing any of their benefits . * 

As an ex«g>le, at $2.00 an hour, the maximum they could 
work and not earn no re than $1680 is 42 weeks at 20 
hours per week. 

If a number of your workers are in this situation you will want to 
schedule their tine in advance so that their 10 weeks away from the 
job will not fall at the same time, unless you want to suspend the 
outreach function for a specified amount of time, such as during 
particularly cold or hot months or because the 1 & R center wants to 
focus its efforts on another activity for a particular period. 

Fbr earnings between $1680 and $2880, one dollar is deducted from 
Social Security benefits for every two that the worker earns. After 
$2880 one dollar is deducted for each dollar earned.* Some of your 
workers might be willing to earn up to $2880, as they would be losing 
only part of their benefits. You will need to work out these arrange- 
ments with them and make your decisions based on the workers' situations, 
your need for their time, and your financial and time situation. 



* This figure 
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is accurate as of January 1971. 

12 



7 



Other workers uy be receiving eoae kind of public assistance, 
such es Old Age Assistance, Aid to the Disabled, or General Belief. 
Have the outreach workers contact their social workers to see If 
there are arrangements node for working recipients to keep all or part 
of their earnings. If th e se arrangements aren't node, you say be able 
to work out an a g rsa na nt with the welfare department. 



Working Hours 

The best tins for conducting Interviews sea— to be from About 
9:30 a. a. - 12:30 p.m* Before 9:30 many people will be sleeping or 
not prepared to receive callers. And after the lunch hour nany older 
people nap. 

To allow tine for the outreach workers to discuss the results of 
the previous day with you end to receive their new assignments , it is 
suggested that they report to the center at 8:30 a.n. (After the 
workers become quite familiar with their job, particularly If trans- 
portation or weather Is a problem, you may want to have them report 
less often. Or you may ask them to report In at different times In 
the morning so that you can talk to them Individually.) Of course, 
there will be days when the workers spend more of their time at the 
center to participate in ongoing training, group meetings, etc. The 
outreach workers will then be working four hours a day, five days a 
week. (Working 20 hours a week at $2.00 an hour is compatible with 
the Social Security maximum. See previous section. Salary.) 

Occasionally, there may be a need for an outreach worker to be 
available in the evening or weekend to contact people who are not 
home at other times, but these occasions will probably be rare and 
O an be worked out on an Individual basis. 
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Training 

Initial training of tho outreach workers la dlacuaaad la the Manuals 
Information and Referral Services: A Oulda for 3tata and Matlonal 
Administrators , and Info rant Ion and Referral Services: A Training 
Syllabus . 

Iha kind of ongoing training you will have will dapand on tha 
naada of your vorkars. It will probably cantor around loaning about 
rrinMinlty raso ureas and lap roving Interviewing akllla. Outalda 
paopla can ba uaad aa * raaour caa , if you wish, and the training sessions 
should employ a variety of techniques (speakers , role playing, 
discussion, etc • ) • For further Ideas about the content and techniques 
°f training refer to the annuals mentioned above. 

Since your workers will ba having dally contact with people who 
have physical p rob leas , it Is suggested that you arrange for a first 
aid course. The American Red Cross will provide this for no fee, 
other than a small charge for a textbook. The course will take about 
12 hours. To contact them look up the phone number of the American 
Red Cross. If there Is no listing, call the chamber of commerce to 
find out who Is the First Aid Chairman for your county. 

Supervision 

The basic objective of the Information and referral center Is to 
help older people use the resources which exist for them In the community. 
The people whom you supervise are the "go-betweens" for the older person 
and those community resources. Therefore, your service will be only as 
good as the people who are serving as the "go-betweens." Because of 
this , you should maximize the talents which your outreach workers possess . 
You need to give them sufficient Information to do the job adequately, 
and you should encourage them to do the best job they can. 

ERIC 
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Thar* has btto aocb chat has baan written about how to suparvlaa 

paopla and you can no doubt find booka and artldaa on tha subject in 

your library. If you ara Intaraatad.* Iha following will glva you In 

a vary brlaf fora aoaa of tha baalc ldaaa. 

Tha way In which you follow up night ba called "taking the nlddle 

ground." You should follow up to the extant that you have a fairly 

good Idaa of what reaulta your outreach workers are achieving and so 

that you are faalllar with any probleas they night be having. At 

the saae tine you don't want to exercise too uuch control so that you 

take away their confidence in t hens elves and stifle new ideas they 

night have about perforning their job. 

If you th'nk of the people that you have worked under in the 

past whom you feel are "good bosses," you will probably find that 

those are people who encourage your ideas and are open to your thoughts. 

You will want to try to do the same, because it will keep up the morale 

of your workers, and because you will want to make use of their ideas 

to improve the outreach service. The kinds of ideas you want from 

them could be classified into two categories. One would be new ideas 

about how better results might be obtained. 

For example, an outreach worker might come up with the 
idea that it would be best to do the work in pairs rather 
than individually. 



The following may be referred l:o for further information about 
supervision: 

Bradt, A. Gordon, The Secrets of Getting Results Through People . 
Parker Publications, Inc. J West Nyack, New York, 1967. 

Given, W. B., Jr., How To Manage People . Prentice Hall, 1964. 

15 i 
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Many ideas Chat outreach vorkers give you will probably be good. These 
workers are "on the ground floor" and perhaps have a more realistic picture 
of just what la happening In the lives of older people you as a super- 

visor do. Give careful consideration to each idea, regardless of how far- 
fetched it night seem in the beginning. Of course, you will have to temper 
some of the ideas with your own thoughts and with realities, such as budget 
considerations, staffing, etc. But if you do decide not to implement an 
idea that an outreach worker has suggested to you, be sure to tell him why 
you are not doing it and have a good discussion with him about his reaction. 

The second kind of idea that you want to encourage is the workers' 
ideas about how you as a supervisor are acting towards them and how they 
perceive other people on the staff behaving towards them. Workers are, 
of course, often reluctant to come up with such statements because they 
are fearful of provoking your disfavor or perhaps losing their job. 
Therefore, try to set aside a time that you want to discuss these types of 
things . And, of course, when unpleasant remarks do come up, you should 
try not to act emotionally , but rather to consider thoroughly what they are 
saying to you. 

You will probably find in working with your groups of outreach 
workers that there are considerable individual differences among them. 

For example, one person might be particularly good in knowing details 
about resources which exist in the community, while another might be some- 
what lax in that, but might have a particularly good skill in interviewing. 
While you will want to help people who have gaps to Improve their perform- 
ance, It ia likely;. that aome individual differences will still exist. You 
can make effective use of these differences . 
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For cxnplS) if you have one worker who is particularly knowledge- 
able about resources , you night have that worker explain the 
resources to the other workers. Or if you have a worker who is 
particularly good in interviewing you might have that person do 
more actual outreach interviews and assign other people to some 
other t an ^ g which may need to be done in the office. 

Of course, you will want to explain differential assignments, and get your 

staff's reaction to this way of dividing up the work. The person who is 

good in interviewing may prefer not to do that all the time; he may prefer 

to have a variety of tasks. 

Praise is the most potent tool you have to maintain and improve the 
quality of your workers' performance. It is suggested that you use praise 
frequently that, you be quite specific about what you feel is good in 

the person's work. 

For example, you would not want to say such things, as, *You did^ 
a good job today," or "I like the way you talked to Mrs. Jones. 
Rather you would want to come up with more specific statements 
such as, "I am very pleased that you were able to help Mrs. Jones 
use the recreation center, because I know she was quite hesitant 
to do so" or "I am quite happy with the way in which you have 
been following up with your clients. I notice on your report 
today tha t you contacted Mr. Smith, Mrs. Long, and Mrs. Harrison 
and made sure that they all received their first Old Age Assis- 
tance checks." 



In addition to wanting to make your praise specific and frequent, you also 
want, of course, to base it on fact. In other words, you would only want 
to tell someone that what he has done is good If you actually feel that it 



is . 

An effective way of discussing a job problem is to ask the worker to 
judge his own performance. You could say something like "And how do you 
think you can improve? How can I help you to do a better job?" By using 
this technique, you avoid attacking the person and you emphasize your 
willingness to be of help. 
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In discussing the problem, you and the worker need to talk about 
specifics. If he is having trouble doing adequate follow-up, talk about 
some of his recent cases as examples . See if the two of you can decide 
on what he needs to do to obtain better results . 

You should always discuss a problem in a private place so that the 
worker is not embarrassed in front of others. And, of course, you will 
not talk with other workers about the comments you have made. 

Elements of Supervision 

One of the first things that you, as a supervisor-, want to communicate 

with your supervisees is the results you expect them to achieve. 

For example, if you expect the outreach workers to refer at 
least one out of ten people they visit to a community resource, 
specify this to them. If they have a difference of opinion 
about the goals you set, you can discuss it with them. 

Along with this, you should emphasize results more than activity. 

In other words, if one of your outreach workers is dealing with a woman 

who is in need of new clothing, you would want to emphasize not the fact 

that the outreach worker should visit her again, but rather that he should 

do those activities which would result in her getting new clothing. With 

the inexperienced outreach worker you will, of course, have to tell him 

what activities he can do to achieve this result. The emphasis should be 

on results rather than time spent in activities. 

Just as important as setting goals is to follow-up on those goals. 

In other words, if you have told your workers that they should refer one 

out of ten people they interview, then you will want to check, probably 

on a weekly basis, how many referrals they are making. If there is a 

i ■ ' ' J •: ' • ■" , ■- - ••• " .. ; :• ' '■ . 



great variance from the goal of one out of ten, you will want to discuss 
this, so that you can decide with them how they can improve. Also, you 
want to let them know that you do consistently follow-up. 

One way of helping your outreach workers to arrange their day is 
to ask them to arrive at 8:30 a.m. to discuss their previous day’s 
results and to pick up their assignment sheets, which you will have 
prepared in advance. Then they can be canvassing from 9:30 to 12:30. 
You will also need blocks of time to deal with particular issues 
which arise, and to continue training. You will probably want to 
set up a weekly group meeting. Initially, you will want to allow 
time to meet with each worker individually, perhaps once a week. 



Supervisor ! s Job Duties 

When you begin your job as an outreach supervisor it will be 
worth your while to list the duties which seem to be involved in the 

job. 

4 

For example, the list would probably include such things as: 

1. Making individual assignments for workers to do door-to- 
door canvassing. 

2. Reviewing the worker’s activities and discussing them 
with him. 

3. Preparing reports. _ _ , 

4. Meeting with others on the administrative level of the 

organization. 

5. Ex plaining the outreach service to other people in the 
community. 

After you have listed all these duties as well as you can, try to rank 
them in order of priority. 

Por example, do you feel that making the assignments or 
following up on the 'Vs more important? Or is it more 
important to talk * others about your outreach service 
than it is to keep records? 

* , t 
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After you have ordered these in terms of priority, try to give some 
idea of what would be a reasonable amount of time to spend in the 
activities. Of course, as you progress in your job the nature of some 
of the duties will change and your priority list might be altered. But 
the important thing to remember is that you should rationally make a 
decision, perhaps with your immediate supervisor, about what you feel 
your duties are, what p .iorities you set on various job duties, and 
what amount of time you think will be involved in the various tasks. 
Periodically, (perhaps every six weeks), it is a good idea to review 
your duties, priorities, and time allotments to see how closely you 
are coming to following what you originally set up. If it differs 
greatly, you will want to reconcile those differences. 

In carrying out the duties that are involved in your job, one of 
the most important things you can do is to prepare in advance. When 
making block assignments to individuals for canvassing, you will want 
to have decided on specific assignments before talking to the workers. 
This will save them time and will help to have your approach more 
organized. 



Chapter _3. Canvassing 



How to Select the Outreach Service Area 

There are 12 steps which you will need to follow to use your census 
tract data in deciding upon your outreach area. In order to reduce the 
time involved in selecting the outreach area, the first two steps result 
in eliminating from consideration approximately one-half of the census 
tracts in your city. This is done by considering only those census tracts 
where the median* age is above the median age for the total city. (It would 
be handy if you could use the median to decide on which census tracts have 
the greatest number of older people, but unfortunately this would steer you 
in the wrong direction. Frequently census tracts are homogeneous, that is, 
many people of the same age tend to live together in an area. Therefore, 
if the median age for a tract is 50, it could be that everybody in the area 

is about 50 and very few are over 65. 

Even though half of the tracts have been eliminated, if you are dealing 
with a large city it will probably seem that you mave a monumental task ahead 
of you. Actually, if you follow the steps listed very carefully and allow 
yourself plenty of uninterrupted time you won't have any problem. You will 
probably be able to deal with about ten tracts an hour. Therefore, if you 
are dealing with a small city such as Mini-City (see Appendix C) , which has 
23 tracts , you will want to allow yourself approximately 2 % hours to com- 
plete the steps which are listed in the next few pages. If your city is 
considerably larger such as Maxi-City (see Appendix D) , which has 188 tracts, 
you will want to allow yourself more time. In the case of Maxi-City, you 
would need approximately 19 hours, or days. 

*The median is a statistical term indicating the middle value in a distri- 
bution. In this case it indicates the middle age, that is, one-half of the 
people would be older and one-half younger then this age. 

v4£ J* 
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Tbs first «Mp la developing the outreach service is to decide which 
area of the orainlty will recel**e the services. To do this it is necessary 
to Ibmw dan men y of the elderl live. Sonatinas there are available in 
coastal ties directories or other kinds of survey information that give 
people's oamse , ages * and addresses. This information is not the best to 
ese In doing outreach because the directory quickly bec o m es outdated. Also, 
Che outreach service wants not only to reach the older person, but relatives 
of older people and con corned friends. Frequently the older poor person, 
particularly the one who novas around a lot, would not be included in this 
type of directory. Therefore, whet is needed la general information about 
whore the older poor people in the coonunl ty tend to live. 

The beat Information of this type is census tract data. This data 
gives Information about different areas in the community, including the age 
mad taooms level (of people by trect). Census tract data hai been compiled 
for msmy metropolitan areas of SO, 000 or more. To see If your area has been 
erected see appendix A. If the data baa bean complied, go right on to the 
east mmctlom, " What to do If Tou are Census Tract Data." If census 

tract data la not available skip the next section and go on to section 
**Wbat to do If Tou are Mot Coins Census Tract Data ." 



If Tou er a Paine Census Tract Data 

If your oowslty has bean tree tod, you will be able to obtain or 
borrow a copy of the census tract data fron the Department of Commerce. 
For the regional office nearest you, see Appendix B. 
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Before you begin losing the data you will need a copy of the census 
tract map which you can mark on. If you have been given your census tract 
data, you can use that one. If you have borrowed it you will want to have 
a copy made (perhaps more than one) which you can mark on. In addition, 
you will need filing cards — one for each tract which you will be considering. 
It is also helpful to have aD adding machine or preferably a calculator. 

These are not essential pieces of equipment but would be especially helpful 
if you are dealing with a large city. Perhaps you can borrow or rent this 
equipment, if it is not readily available from the local university, health, 
and welfare council, etc. 

1. In the census data for your city, turn to Table P-2, Age, Color, 
and Marital Status of the Population, by Sex, by Census Tracts. 

In the second row of numbers down the left hand side of the page 
in Table P-2 you will find a figure which says median age. (See 
the area indicated by M a n on the sample on the following page.) 

In the first column after this there will be a median age for the 
total male population and for the total female population. Write 
these figures down. 

2. As you will note by the numbers indicated by "b" in the sample 
table, a median age is given for the male and female population 
for each tract. Go through the census tracts for your city one 
by one and make a file card for each tract (put the number of 
the tract in the right hand corner) where either of the median 
ages is higher than the total population median ages which you 
wrote down in step 1. 



For example, if the median age for the total is 35.7 for 
m a l» a and 32.4 for females and tract 0004 has listed 31.8 
for males and 32.7 for females you would list tract 0004 
since 32.7 is higher than 32.4. 

Because you have selected for consideration only those tracts 
where the median age is higher than the total median age , you 
will not have file cards made out for slightly more than half 
the census tracts in your area. 

For each of the tracts for which you have just made cards, you will 
want to add up the number of people who are 65 or older. Looking 
at the same sample of Table P-2 you can see that the number of people 
in each tract is categorized into age groups spanning five years. 

To find the number of people older than 65 you will want to take in 



the following categories: 
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Census Tracts 

Table P-2.— AGE, COLOR, AND MARITAL STATUS OF THE POPULATION. BY SEX, BY CENSUS TRACTS 

IMedkn not ahm where bum k km thnn 50] 



SUBJECT 





COUNTY 




TO' 


UL 


Mttt CITT 


BALANCE CONTRACTED) 




MALE 


PCMALE 


HALE 


FEMALE 


MALE 


FEMALE 




76 


604 


44 


076 


27 


566 


31 


970 


49 


238 


32 


098 




1 


473 


1 


546 




451 




483 


1 


022 


1 


063 




1 


623 


1 


648 




SOT 




475 


1 


116 


1 


173 




1 


566 


1 


345 




464 




480 


1 


102 


1 


063 




1 


378 


1 


482 




493 




428 


1 


083 


1 


054 




1 


634 


1 


484 




324 




449 


1 


110 


1 


033 




1 


373 


1 


382 




483 




439 


1 


068 




943 




1 


450 


1 


377 




424 




424 


1 


026 




933 




1 


442 


1 


486 




449 




474 




993 


1 


014 




1 


434 


1 


333 




428 




419 


1 


006 




914 




1 


321 


1 


246 




399 




382 




922 




664 




1 


372 


1 


289 




438 




402 




914 




667 




1 


336 


1 


332 




448 




437 




888 




693 




1 


466 


1 


344 




490 




419 




976 




923 




1 


436 


1 


387 




437 




446 




999 




941 




1 


133 


1 


094 




369 




361 




764 




733 




1 


119 


1 


128 




372 




373 




747 




733 




1 


109 


1 


037 




363 




339 




744 




698 




1 


107 


1 


093 




364 




374 




743 




719 






764 




844 




270 




328 




494 




316 






628 




749 




247 




263 




381 




484 






633 




726 




234 




286 




379 




440 




49 


607 


37 


522 


18 


868 


23 


493 


30 


739 




027 




76 


804 


84 


076 


27 


566 


31 


978 


49 


238 


32 


098 




7 


874 


7 


703 


2 


439 


2 


313 


5 


433 


3 


390 




7 


220 


6 


626 


2 


IBS 


2 


138 


3 


033 


4 


686 




6 


743 


6 


446 


2 


202 


2 


063 


4 


341 


4 


381 




4 


727 


4 


831 


1 


618 


1 


679 


3 


109 


3 


172 




3 


427 


3 


993 


1 


297 


1 


474 


2 


130 


2 


321 




3 


909 


4 


209 


1 


318 


1 


495 


2 


391 


2 


714 




4 


629 


3 


257 


1 


310 


1 


791 


3 


J. 19 


3 


466 




5 


182 


5 


843 


1 


690 


2 


003 


3 


492 


3 


840 




4 


973 


3 


679 


1 


608 


2 


043 


3 


367 


3 


636 




4 


892 


5 


377 


1 


661 


2 


140 


3 


231 


3 


437 




4 


473 


3 


224 


1 


702 


2 


123 


2 


773 


3 


101 




4 


330 


4 


996 


1 


851 


2 


243 


2 


679 


2 


733 




4 


109 


3 


032 


1 


803 


2 


405 


2 


30» 


2 


627 




3 


908 


4 


709 


1 


784 


2 


323 


2 


124 


2 


386 




3 


187 


3 


673 


1 


316 


1 


863 


1 


669 


1 


810 




1 


727 


2 


178 




808 


1 


065 




919 


1 


113 


t 




846 


1 


141 




375 

104 




313 

2QA 




471 

340 




628 

435 








38.6 


42.5 


32.9 




14.6 




63 


310 


69 


083 


IT 


362 


20 


437 


45 


948 


46 


596 




6 


214 


6 


002 


1 


227 


1 


093 


4 


987 


. 4 


909 




3 


763 


5 


405 


1 


102 


1 


061 


4 


661 


4 


324 




3 


471 


3 


217 


1 


270 


1 


159 


4 


201 


4 


038 




3 


630 


3 


912 




967 


1 


000 


2 


863 


2 


912 




2 


661 


3 


074 




714 




741 


1 


947 


2 


333 




3 


1C7 


3 


313 




739 




766 


2 


428 


2 


329 




3 


759 


4 


203 




633 




962 


2 


924 


3 


241 




4 


283 


4 


820 




976 


1 


183 


3 


307 


3 


637 




4 


230 


4 


767 


1 


026 


1 


325 


3 


204 


3 


442 




4 


181 


4 


644 


1 


110 


1 


391 


3 


071 


3 


253 




3 


790 


4 


375 


1 


164 


1 


430 


2 


626 


2 


925 




3 


811 


4 


195 


1 


294 


1 


606 


2 


317 


2 


589 




3 


412 


4 


294 


1 


266 


i 


611 


2 


146 


2 


483 




3 


330 


4 


094 


1 


333 


l 


864 


1 


995 


2 


230 




2 


795* 


3 


214 


1 


228 


1 


347 


1 


567 


1 


697 




2 


393 


3 


352 


1 


089 


1 


516 


1 


304 


2 


034 




33.9 


38.3 


1 


14.0 


411.3 


33.2 


35.0 




13 


494 


14 


993 


40 


204 


11 


491 


3 


290 


3 


502 




1 


660 


1 


703 


1 


212 


1 


222 




443 




461 




1 


437 


1 


421 


1 


083 


1 


037 




374 




364 




1 


272 


1 


229 




932 




906 




340 




323 






897 




939 




651 




679 




246 




260 






766 




921 




583 




733 




183 




168 






722 




894 




539 




709 




163 




185 






670 


1 


054 




675 




629 




195 




223 






699 


1 


023 




714 




820 




163 




203 






743 




912 




582 




718 




163 




194 






711 




933 




531 




749 




160 




184 






683 




849 




536 




673 




147 




176 






719 




•01 




»»7 




•37 




162 




164 






697 




736 




539 




394 




136 




144 






378 




615 




449 




459 




129 




156 






392 




461 




290 




340 




102 




113 






424 




300 




269 




338 




135 




142 




29.8 


31.8 


30.6 


32.7 


26.7 


26.6 


• 


36 


100 


64 


3 

u 


21 


109 


25 


621 


34 


991 


36 


372 




12 


036 


11 


632 


• 3 


500 


5 


223 


7 


336 


6 


429 




38 


847 


39 


879 


13 


276 


13 


938 


25 


571 


23 


691 


• 


i 


598 


2 


338 


1 


044 


1 


583 




354 




773 




3 


327 


10 


873 


1 


731 


5 


672 


1 


576 


3 


203 




1 


090 


1 


787 




582 




938 




508 




649 


• 


9 


303 


10 


830 


7 


116 


8 


437 


2 


167 


2 


393 




2 


687 


2 


271 


2 


091 


1 


792 




396 




479 




5 


707 


6 


266 


4 


276 


4 


777 


1 


429 


1 


489 






762 


1 


212 




626 


1 


032 




136 




180 






711 


2 


014 




379 


1 


628 




132 




366 






198 




299 




168 




260 




30 




39 



mum c itt 



TRACT 

OOCl 


tract 

0002 


tract 

0003 


hale female 


male female 


male female 








1.984 


1 077 


in 


159 


1 400 


r 


364 


1 7641 


28 

33 A 


| 30 


10 


*7 




14 


21 


30 A 


17 


8 


10 




17 


15 


26 


' 23 


10 


7 




17 


14 


23 


33 


15 


8 




14 


11 


23 


26 


16 


8 




16 


14 


24 


27 


11 


10 




7 


11 


34 


34 


11 


11 


1 


14 


15 


27 


21 


12 


7 


1 


16 


22 


22 


23 


13 


4 




16 


16 


27 ■ 


23 


13 


12 




23 


14 


23 


22 


22 


12 




15 


27 


29 


22 


17 


18 




16 


12 


22 


19 


16 


20 




19 


23 


17 


14 


11 


16 




21 


11 


21 


24 


12 


23 




12 


20 


20 


18 


17 


13 




26 


15 


12 


19 


14 


19 




24 


23 


7 


12 


9 


11 




16 


13 


6 


9 


8 


6 




14 


14 




7 


11 


9 




13 


13 


32S^ 


633 


893 


1 134 


1 


017 


1 423 


984 


I 077 


1 


139 


1 400 


1 


364 


1 764 


140 


122 




~ 49 


43 




79 


78 


132 


131 


63 


40 




69 


78 


118 


100 


61 


80 




94 


87 


66 


82 


60 


74 




92 


85 


33 


49 


41 


39 




60 


71 


40 


52 


41 


32 




63 


72 


61 


83 


33 


30 




36 


83 . 


39 


93 


33 


76 




73 


73 


77 


77 


33 


89 




r,p 


131 


36 


37 


91 


110 




l 


136 


60 


36 









u. 


149 


33 


36 




*35 


134 




113 


168 


29 


41 




126 


177 




HE 


173 


26 


40 




98 


111 




99 


137 


32 


24 




72 


77 




88 


112 


•a a 


23 




43 


39 




46 


37 


am i \ 






13 

t i 


31 




13 

1 JL 


35 






1 DO 




!«•* 


49.>k 


983 * 


1 076 


l 


138 


1 393 


1 


362 


1 762 


140 


122 


49 


43 




79 


78 


132 


131 


63 


40 




69 


78 


118 


100 


81 


80 




94 


07 


63 


82 


60 


74 




92 


05 


33 


49 


41 


59 




60 


71 


40 


52 


41 


32 




63 


72 . 


61 


63 


33 


30 




53 


83 


39 


93 


33 


73 




73 


73% 


77 


77 


35 


89 




88 


131 


36 


37 


91 


107 




87 


133 


60 


33 


93 


140 




110 


146 


33 


36 


130 


134 




114 


168 


29 


41 


127 


177 




11? 


173 


26 


40 


98 


111 




99 


137 


32 


24 


72 


73 




66 


112 


20 


32 


69 


107 




73 


111 


23.2 


30.1 


50.5 


51.7 


43.2 


49. 6 


1 


1 


1 


7 




2 


2 


... 


... 


... 


... 




... 


... 


... 


... 


. . . 


... 






... 


... 


... 


... 


... 




... 


... 


1 






... 




... 


... 


... 


... 


... 


... 






... 


... 




... 


... 




... 


... . 


... 




... 


... 




1 


... 


... 


... 


... 


1 




... 


... 




. .. 


... 


... 




... 


... 


... 


... 


> • • 


3 




... 


1 


.. * 


1 


... 


1 




... 


1 






... 


... 




1 


... 


... 


• i • 


1 


... 




... 


v*. 


... 


... 


... 


... 




... 


... 


... 


... 


... 


2 




... 


... 


... 


... 


... 


... 




... 


... 


... 


... 


... 


*• . 




• . . 




611 


738 


977 


1 23. 


1 


143 


1 532 


12b 


133 


203 


23' 




223 


294 


456 


486 


703 


719 




020 


636 


3 


27 


6 


24 




33 


33 


21 


92 


36 


263 




66 


338 


4 


23 


13 


36 




3? 




1 


1 


1 


7 




2 


2 


1 


... 


1 


4 




... 


... 


... 


1 


• •• 


... 




2 


... . 


... 


... 


... 


... 




2 


• . • 


... 


... 


... 


2 






1 


i, . . 


Or. 


... 


1 




• •• 


1 



TOTAL. 


. 


. 










• 




• 




UNDER 1 YEAR 


. 


a 






• 




• 


• 


• 




1 year • 


. 




. 


a 






• 




• 


• 






2 YEARS. 


. 




. 


a 






• 




• 


• 






3 YEARS. 


t 






a 










• 








4 YEARS. 


• 




a 


a 


















3 YEARS. 


. 






a 


















6 YEARS. 


. 




. 


a 


















7 V EARS. 


. 






a 


















8 YEARS. 








a 






• 




• 








9 YEARS. 








a 






• 




• 








10 YEARS 


. 




. 


a 






• 




• 








11 YEARS 


. 




. 


a 


















12 YEARS 


. 




. 


a 


















13 YEARS 






a 


a 


















14 YEARS 


. 




. 


a 


















15 YEARS 


. 




. 


a 


















16 YEARS 


. 




t 


a 


















17 YEARS 


. 






a 


















18 YEARS 


. 




# 


a 


















19 YEARS 


. 






a 


















20 YEARS 


. 




. 


a 


















21 VEARS 


AND 


OVER. 

















TOTAL. • • 
UNDER 5 YEARS. * • 
3 TO 9 YEARS • • . 
10 TO 14 YEARS . . 
15 TO 19 YEARS • • 
20 TO 24 YEARS • • 
23 TO 29 YEARS . • 
30 TO 34 YEARS • • 
33 TO 39 YEARS * • 
• 40 TO 44 YEARS » • 
43 TO 49 YEARS . • 
50 TO 54 YEARS . • 
S3 TO 39 YEARS • • 



70 TO 74 YEARS • 4 m 
73 TO 79 YEARS . 11! 
80 TO 64 YEARS • 4 ” 
BB'YrARS-AMP OVERJ. . 





£2 








WHITE. • • 




UNDER 


3 YEARS. 




3 TO 9 YEARS . 




* 10 


TO 


14 


YEARS 




IS 


TO 


19 


YEARS 




20 


TO 


24 


YEARS 




23 


TO 


24 


YEARS 




30 


TO 


34 


years 




33 


TO 


39 


YEARS 




40 


TO 


44 


YEARS 




43 


TO 


44 


YEARS 




SO 


TO 


34 


years 




55 


TO 


59 


YEARS 




60 


TO 


64 


YEARS 




63 


TO 


69 


YEARS 




70 


TO 


74 


years 




73 


YEARS 


ANO OVER, 


MEOIAN AGE • • 


* 1 



NON WHITE • 
UNDER 5 YEARS. 
5 TO 9 YEARS . 



. 10 


TO 


14 


YEARS 


, 


a 


15 


TO 


19 


YEARS 


a 


a 


20 


TO 


24 


YEARS 


a 


a 


25 


TO 


29 


YEARS 


a 


a 


30 


TO 


34 


YEARS 


a 


a 


35 


TO 


39 


YEARS 


, 


a 


40 


TO 


44 


years 


a 


a 


43 


TO 


49 


YEARS 


a 


a 


50 


TO 


54 


YEARS 


. 


. 


$9 


TO 


99 


YEARS 


• 


• 


•0 


TO 


•4 


YEARS 


• 


• 


•5 


TO 


69 


years 


. 


. 


70 


TO 


74 


YEARS 


a 


a 


79 


YEARS 


AND OVER. 


MEDIAN AftC\ • • 


• 


• 



marital status 



TOTAL* 14 YEARS ANO OVER 

SINGLE 

MARRIED 

SEPARaTEO. *....*.« 

WIDOWED 

DIVORCED ..... 



NONWHITEI 14 YEARS aNO OVER. 
SINGLE ............. 



separated 

WIDOWED 

DIVORCED 
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(See the area indicated by "c" on the sample table.) On the 
individual file card for each tract, add up (either by hand, 
adding machine, or calculator) the number of people both male 
and female, who are over 65 in that particular tract. At this 
point your file cards will resemble this one : 



130 

134 

128 

177 

98 

111 

72 

77 

45 

59 

13 

31 

11 

17 

1103 



4. You will notice that the first set of numbers under each tract 
lists the total male and total female population for that tract. 
(See the area indicated by "d" on the sample.) For each tract you 
are considering add up the number of males and females to arrive 
at a total population figure for that tract. Record these num- 
bers in the middle of each file card. 

5. On each of the file cards you now have listed the number of 
people 65 or older -in that census tract and the total number of 
people in the tract. To obtain the percentage of older people 
divide the total population into the number of older people. 

Your cards will look like this one: 



0002 



0002 



130 

134 

128 

177 

98 

111 

72 

77 

45 

59 

13 

31 

11 

17 



1159 

1400 

2559 



43.1 or 43.1% 



2259 } 1103.000 

1023 6 



79 40 
76 77 

2 630 
2 559 



71 



25 




1103 



20 



6 . 



•* • r-"~. - srr.T.-.r ^r^-^sr ~7Zv,' - .tt,- ■•/ 7 r. : ■ •-.* .-• 



Order each one of the file cards according to percentage with 
the highest percentage being first and so on down until the 
tract with the lowest percentage of older people is last. 

7. Divide the tot^al number of cards into four equal groups and 
label the first quarter of the cards (those with the highest 
percentage) "1", the second quarter "2", the third quarter "3", 
and the fourth quarter "4". 

8. In the census data for your community, turn to Table P — 1: 

General Characteristics of the Population. A sample table 
appears on the following page. At the bottom on Table P—1 
is listed a figure called "Median Income: Family and Unre- 

lated Individuals." (See area indicated by "a" on sample.) 

For each of the tracts you are considering write on that card 
the median income figure for the family and unrelated individual 
category. 

9. According to income, order the cards, with the lowest income 
coming first and so on until the tract with the highest median 
income is last. 

10. Divide the cards into four equal groups, labelling the first 

quarter (the lowest Income cards) "l", the second quarter 2 , 
the third quarter "3", and the fourth quarter "4". Your cards 
will now resemble this one: 




The "l" refers to the fact that tract 0002 is in the first quarter 
in terms of its percentage of older people. The "4" indicates 
that it is in the fourth quarter in terms of income. 
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Census Tracts 



Table P-t GENER/i CHARACTERISTICS OF THE POPULATION, BY CEN SUS TRACTS 

‘“"“ t (•) d™*, bwcd on 25-pnrmt -mple. **«!«*» tautatad .ta .h™ ta, Uuu. a, pe™, in ho^hokl,. Median pot eW. «hm i, ltM 300. 



RACE AMO COUNTRY OF OR! BIN 

TOTAL POPULATION . 

■NITC. ••••••••«»!(« 

NEGRO •••••••••••••• 

OTHER RACE 5 

BORN IN PUERTO RICO* • • . . « . 
PUERTO RICAN PARENTAGE*. , , , . 



TOTAL FOREIGN STOCK* 
FOREIGN BORN • • , 



UNITED KINGDOM 

IRELANO (EIRE) •••• 

NORWAY 

SWEDEN 

GERMANY* .... «... (>a , s 
POLAND ••••••••*•••• 

CZECHOSLOVAKIA 

AUSTRIA. ...... . ccccc 

HUNGARY. 

U.S.S.R. *.■••••••••• 

ITALY. 

CANAOA .......* •.... 

Mexico 

all OTHER A NO not REPORTED ... 

HOUSEHOLD RELATIONSHIP 
population IN HOUSEHOLDS t • • • 

HEAD OF HOUSEHOLD 

HEAD OF PRIMARY FAMILY • • • 

PRIMARY INDIVIDUAL 

VIFC OF HEAD ......... 

child under is of head • • . , 
other relative of heao .... 

NONRELATIVE OF WAD 

POPULATION in group quarters . . 

INMATE OF INSTITUTION 

OTHER. 

POPULATION PER MOUSEHOLO • • • • 

MARRIED COUPLES* , 

WITH OWN HOUSEHOLD 

with own children under «... 

WITH OWN CHILDREN UNDER 10 • • 

WITH HUS8AN0 UNOER 

WITH OWN CHILDREN UNDER IB • 

unrelated individuals* 



PERSONS UNDER IB YEARS OLD*. 
LIVING WITH BOTH PARENTS*. 



•SCHOOL ENROLLMENT 



KIN0ER6ARTEN 

PUBLIC 

ELEMENTARY u to 8 YEARS I • . . . 
PUBLIC 

HIGH SCHOOL U TO 4 YEARS! . . . 
COLLEGE I 



•YEARS OF SCHOOL COMPLETED 
PERSONS 25 YEARS OLD AND OVER. . 

NO SCHOOL YEARS COMPLETED 

ELEMENTARY* 1 To 4 YEARS 

S TO 7 YEARS 

B YEARS 

high SCHOOL* 1 To 3 YEARS. . . . . 9 
4 YEARS ...... ss 

COLLEGE* 1 TO 3 YEARS. . . . . . 

4 YEARS OR MORE • • • « 
MEDIAN SCHOOL YEARS COMPLETED. , . , 

RESIDENCE IN 1*33 
PERSONS S YEARS OLD AND OVER. 19* 

SAME HOUSE AS IN I960. • . 

DIFFERENT HOUSE IN 

CENTRAL CITY OF THIS 

27,^" PART OF THIS SMSA. ...... 

OUTSIDE THIS SMSA 

NORTH AND WEST 



ABROAD . 

MOVED. RESIDENCE IN 1*33 NOT REPORTED, 



•FAMILY INCOME iH 1939 

ALL FAMILIES 

UNDER SI. 000 

51 .000 TO 31(999 , 

•2.000 TO S2.999 

53. 000 TO S3. 999 , 

44.000 TO 44,999 , 

*5.000 TO S3. 999 

46.000 TO 46.999 , 

47.000 TO *7.999 , 

12 * B,9W ....... 

49.000 TO S9.999 • - - 

410.000 TO 414,999 

515. 000 TO S24.999 

aWflU IMi 

fiHEPIA^N eOME* 



Uii. • • • 

[I KAMHtrt 

n"”. * i 



• • 

a 



• • • • • 



uNRST^rttfy? 





C 


OUNTY 




ATLAN- 


> BALANCE 


TOTAL 


TIC 


IUN- 




CITY 


TRACTED! 


• 160 60C 


) 59 S4J 


* 101 336 


• 192 399 


> 37 S*H 


9 94 544 


. <20 225 


i 21 33; 


1 6 693 


• 262 


! 16: 


5 99 


• 702 


1 7! 


5 627 




1 » 


* 162 


• <»3 693 


16 31! 


$ 27 lao 


* 1.3 793 


6 671 


$ 7 121 


C. £0 900 


i 9 841 


L 20 039 


• 5 204 


1 862 


l 3 322 




1 30« 


t 1 442 




91 


r 270 




32 


l 265 


. 4 *37 


1 03! 


( 3 302 


• 2 193 


699 


1 496 


. 430 


7€ 


i 382 


. 1 329 


64] 


866 


• 1 036 


333 


> 663 


• 7 074 


* 266 


2 606 


• H 954 


3 104 


i 6 030 


• ■ l 067 


329 


* 738 




21 


29 


• !» 203 


2 636 


2 623 




37 723 


100 034 


• 3Jt 193 


21 021 


31 172 


• 4,1 34* 


14 686 


26 830 


• 10 649 


6 333 


* 314 


. 30 703 


U 131 


13 Ml 


• 41! 001 


13 394 


31 007 


• 21. 653 


9 367 


12 066 


• 0 117 


2 609 


1 300 


• :« i2? 


1 821 


l 302 


- J. 339 


403 


•76 


• 1. 76* 


1 330 


426 


• 3.02 


2.73 


3.21 


< 30 107 


11 373 


24 534 


• 3!» 106 


11 123 


23 981 


• 10 112 


2 616 


7 496 


. 1(1 313 


4 769 


13 544 


• Hi 722 


4 213 


11 309 


• 111 928 


3 243 


9 663 


• lli 153 


10 300 


3 633 


• *$ 337 


13 424 


34 133 


• *0 870 


10 902 


30 466 


• 3J 636 


10 227 


22 409 




629 


1 732 


• Si 169 


337 


1 612 


• 21; 276 


7 061 


13 215 


• II; 231 


3 672 


12 379 


• Y 337 


2 407 


3 130 


• <• 634 


2 030 


4 364 


• 462 


130 


332 


. 100 738 


39 931 


60 827 


• 21 143 


l 742 


1 403 


. !i 479 


2 743 


2 736 


* lO 632 


7 336 


9 296 


. 2(1 034 


6 349 


11 665 


> 2:1 662 


6 623 


12 639 


i 2.) 706 


7 047 


15 839 


> U 671 


1 700 


3 663 


>1 4 209 


1 103 


3 106 


9.7 


9.0 


10.2 


> 141$ 301 


54 790 


90 311 


6i) 063 


20 970 


31 907 


60 440 


23 030 


36 596 


2 2 727 


16 939 


5 768 


11 094 


1 423 


17 471 


11 027 


3 468 


13 359 


13 036 


4 103 


11 733 


2 991 


1 363 


1 626 


l 168 


353 


613 


2 000 


1 609 


1 191 


41 823 


14 733 


27 070 


2 215 


998 


1 217 


3 136 


1 652 


1 464 


4 284 


2 295 


1 969 


4 659 


2 190 


2 661 


3 30* 


2 160 


3 336 


s m 


1 432 


3 749 


% 393 


1 083 


3 310 


3 304 


663 


2 439 


2 446 


399 


1 649 , 


1 399 


4*9 


1 130 


3 360 


666 


.2 692 


1 073 


198 


873 


445 


128 


317 


13 176 


C4 108 


S3 739 


*4 093 


*2 778 


S3 160 



MINI cm 



TRACT 

0001 



TRACT 

0002 



TRACT 

0003 



tract 

0004 



TRACT 

0003 



TRACT 

0006 



TRACT 

0007 



TRACT 

0006 



TRACT' 

0009 



TRACT 

0010 



2 061 
2 099 

a 



523 

136 

363 

103 

94 



49 

5 

4 

22 

8 

£1 

119 

48 

# 40 



2 061 
STB 
322 
36 
446 
•25 

19i 

*1 



443 

44S 

170 

312 

259 

231 

61 

870 

742 



S91 

29 

21 

407 

267 

1S3 

113 



1 060 
4 
34 
132 
279 
261 
297 
36 
17 

10.0 



1 BOO. 

1 109* 
626 
4S6 
72 
96 
63 
31 
23 
42 



521 

36 

30 
S3 
97 
72 

37 
<«0 
42 

31 
20 
IS 
. a 



2 399 
2 SSI 

a 



L 469 
502 
967 
107 
29 

4 

49 
36 
9 
117 
S3 
600 
217 
13 
• •• 
23S 



-2 559 
976 
787 
169 
649 
42l 
439 
34 



707 

600 

03 

193 

141 

95 

172 

434 

330 



303 

21 

12 

233 

203 

102 

93 

29 



1 967 
63 
61 
260 
*17 
346 
323 
132 
137 
10.3 



2 467 
1 477 
976 
410 
220 
330 
321 
17 
S 
9’ 



033 

33 

S3 

69 
36 
94 
62 
02 

70 
36 
33 

106 

72 

61 



126 


2 861 


2 633 


124 


2 034 


2 025 


3 


42 


... 


1 


5 


6 


... 


... 


... 


... 


... 


... 


234 


1 793 


963 


445 


600 


268 


789 


913 


69? 


143 


116 


121 


95 


78 


74 


... 


' ... 


... 


16 


. . . 


4 


123 


71 


65 


41 


106 


30 


4 


4 


7 


49 


9) 


21 


14 


63 


9 


263 


919 


49 


342 


162 


394 


ie 


5 


44 


... 


... 


... 


124 


166 


139 



166 

163 

1 

2 



1 434 
SIB 
916 



2 200 
2 200 



743 

249 

494 

66 

166 



3 634 
3 609 
19 
6 



666 

621 

867 

220 

101 



3 111 
1 243 
934 
311 
729 
561 
523 
S3 
17 
4 
13 
2. SO 



2 606 
1 246 
602 
446 
639 
323 
323 
33 
273 
116 
159 
2.09 



2 600 
644 
740 
104 
616 
76G 
310 
64 
33 
6 
25 
3.32 



609 


649 


636 


770 


637 


605 


119 


49 • 


159 


290 


143 


336 


235 


66 


293 


167 


64 


261 


320 


319 


189 


629 


434 


839 


544 


197 


691 


513 


331 


637 


14 


... 


41 


... 


... 


37 


284 


230 


402 


134 


130 


233 


206 


101 


190 


176 


80 


120 


11 




4 


2 329 


2 324 


1 709 


77 


246 


30 


76 


153 


137 


320 


293 


100 


436 


539 


433 


340 


364 


404 


652 


413 


470 


143 


146 


31 


85 


146 


46 


10.4 


8.9 


9.6 


2 971 


2 769 


2 616 


1 370 


1 236 


1 766 


1 326 


1 416 


786 


663 


740 


560 


194 


• 141 


55 


267 


337 


171 


215 


492 


102 


32 


45 


9 


31 


44 


... 


44 


91 


62 


964 


822 


768 


31 


81 


33 


42 


96 


53 


69 


99 


92 


136 


123 


43 



123 

144 



66 

36 



136 

104 








106 




69 




64 






78 




64 




43 






30 




47 




73 






41 




22 




46 






94 




43 




73 






16 




33 




«. . 






10 




23 




. 8 




*3 


41D 


S* 


140 


S5 


260 


S4 


S4 


625 


S3 


130 


S4 


769 


S3 



... 


• • • 


5 


... 


• • • 


... 


16 


31 


104 


12 


16 


69 


... 


• • • 


10 


24 


26 


41 


18 


... 


22 


9 


63 


677 


965 


313 


33 


34 


7 


26 




... 


... 


164 


31 


330 


3 121 


2 136 


3 439 


970 


743 


1 009 


797 


34 1 


P* 


173 


204 


9- » 


619 


439 


V ‘ 


SJ2 




. 


613 


* * 


• f-e 


87 


1 a 


r - 


43 




r»J 


11 


■/* 


2 


34 


27 


193 


3.22 


2.67 


1.90 


676 


399 


717 


639 


387 


700 


203 


116 


90 


361 


196 


162 


303 


155 


170 


263 


133 


93 


260 


366 


1 349 


093 


319 


341 


746 


493 


247 


624 


336 


127 


32 


... 


6 


20 


... 


... 


444 


211 


70 


205 


113 


4 


127 


129 


32 


127 


106 


23 


21 


16 


9 


l 003 


1 520 


3 117 


99 


02 


253 


167 


105 


100 


566 


335 


560 


*73 


254 


566 


319 


291 


629 


309 


364 


706 


36 


70 


137 


12 


19 


124 


0.3 


6.9 


9.2 


903 


2 035 


3 333 


9S9 


1 322 


1 063 


B31 


606 


1 466 


704 


472 


924 


61 


... 


110 


66 


136 


454 


66 


69 


376 


... 


67 


76 


43 


7 


17 


40 


98 


165 


772 


331 


666 


51 


31 


69 


62 


65 


92 


113 


87 


106 


100 


97 


99 


162 


70 


161 


72 


68 


49 


37 


53 


59 


63 


3 


30 


11 


15 


39 


11 


i9 


42 


30 


23 


73 


... 


... 


17 



2 611 
2 330 
12 
49 



922 

334 

366 

221 

93 



100 

48 
5 

44 

31 

171 

49 
21 

139 



2 373 
t 136 
366 
390 
360 
221 
142 

236 

28 

210 

2.05 

443 

424 

*i3 

103 

95 

30 

1 012 

299 

207 



223 

27 

27 

113 

79 

73 

39 

6 



2 172 
47 
59 
397 
616 
3B0 
423 
147 
101 
6.9 



2 546 
1 361 
971 
603 
33 
333 
307 
26 
19 
197 



5^2 

30 

33 

69 

105 

45 
61 

46 
50 
37 

4 

20 

... 



2 731 
255 
2 469 
7 



113 

33 

60 

11 



21 

6 



36 

9 

4 

23 



2 345 
1 032 
333 
317 
360 
M30 
429 
274 
166 

166 

2.4£ 

404 
333 
72 
136 
143 
100 
1 013 

374 

310 



298 

10 

10 

167 

187 

96 

96 

5 



1 978 
70 
177 
309 
353 
444 
292 
122 
11 
0."’ 



2 -39 
1 351 
732 
554 
17 
161 
111 
70 
... 
136 



327 
70 
111 
100 
136 
43 
. 61 
6 



... 
*3 631 
S2 332 



S* 309 
S2 204 



... 

*4 267 
*2 200 



... 

623 

696 
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and the income quite low. The cards in this category will be 
your primary target axea. On your census tract map put a "1" in 
each census tract which is a primary target area. 

12. Separate all cards which are labelled "1,2", that is, they fall in 
the first quarter in terms of older people and the second quarter 
in terms of income. Label these census tracts M 2 n on your map. 

Do the same for cards marked " 2,1", labelling those census tracts 
"3". Label cards "1,3" tracts "4", cards "2,2" tracts "5", and 
cards "3,1" tracts "6". See Appendices C and D for how this is done 
for two cities, one small and one large. 

After you have labelled your census tracts you will probably see a 

tern developing. Census tracts with a high number of older people and 

ow income tend to be together in one or more areas of the city. 

For example, in Maxi-City (Appendix D) you will note that all 
the "l's" are located generally in the center of the city. 

Sometimes the pattern will not be as clear as this, and you 
will have to take a good look at where most of the "l's", "2*8", 
and "S's" fall in order to get a picture of one or more areas of 
concentration . 

may be that there are census tracts in the primary target area which you 
re not labelled. Refer to your data and check to make sure that your cal- 
.ations are right; also check to see whether this area has a fairly high 
rcentage of older people. It would be reasonable to include it if the 
:i re census tract, or even part of the tract, has a reasonably high per*- 
Ltage of older people. 

Draw a line, as' close to a circle as you can, around the area which 
sms to be the primary target area for the outreach service. It may be 
it this area will be in the downtown section of your city. And it could 
LI be, as it is in Maxi-City, that this is an area- of fairly low density, 

». , few people in a large area. After deciding on the area, you should 
Lve through it to find what it Is like and what kind of housing is pre- 



ainant 
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When dealing with a smaller city you might need to be more 

flexible in the way you set up the primary outreach area. 

For example, in Mini-City (Appendix C) census tract 7, which 
is unlabelled, comes between tracts 8 and 9, which are "l's", 
an d census tract 4, which is a ,, 4" area. In this case, in 
tract 7 the percentage of older people is 16.9. While 16.9% 
is not high for Mini-City, it is quite high for the total 
national population (which is about 10 percent) . 

There are certainly enough people living in tract 7 to warrant an out- 
reach effort. Also, in looking at the other data for this area, you will 
note that tract 7 has a very low income level, which is another good reason 
to include it in the primary outreach area. For Mini-City, the outline 
for the outreach area is net a circle, but a rectangle » which would then 
include census tracts 9, 8, 18, 7, and 4. This then is your primary out- 
reach area. 

It would be ideal to canvass the whole city in your efforts to find 

and assist older people. Usually, this will not be possible. You will 

want to concentrate, after you have finished with the primary outreach 

area, on other areas which have a high population of older people. These 

areas may be adjacent to the primary outreach area* as in Mini-City where 

tracts 2 and 3 have over 20 percent older people. Or these areas may be 

in a different part of the city than the primary outreach area. 

For example, in Maxi-City, there are a number of secondary areas, 
such as the one including B8, D9, E5 and the area including Kl, 

K5, and K6. 

In dealing with these other areas you will want to follow the same principle, 
that is, to decide on a general area, to make it as close to a circle pattern 
as you can, and to work out from the middle of this pattern in your outreach 




2? 
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activity. The reason for proceeding this way is that it allows word to 

spread about your activity and people are more likely to be receptive to 

« 

talking to you. 

If You are Not Using Census Tract Data 

If census tract data is not available, check with local agencies such 

as the Health and Welfare Council and Public Health Department, to find out 

if they have done a recent survey of the community which might give you 

information about where older people live. Also, contact the Social Security 

Office and/or the Old Age Assistance Section of the county welfare department 

to ask their cooperation in obtaining information about where most of the 

recipients of their services live. This would not be a breach of confidence, 

as you do not wish to know specific names, but rather the areas of the 

community where most older people reside. If this information is not avail - 

able, it will be necessary to use your own knowledge of the community and 

the knowledge of others who are quite familiar with it to decide the areas 

in which to provide the outreach service. 

For example, you might want to talk with a local minister who is 
active in community affairs, a member of a governing body of the 
area, such as the mayor, or perhaps a service for older people 
which now exists in the community, such as Meals on Wheels, 
Visiting Nurse Association, Senior centers, and housing for the 
elderly . 

After having obtained the information about where many of the older 
poor in the area live, refer to a map of the city to obtain a perspective 
of how the areas where the older people live fit into the total community 
pattern. Indicate on the map the outreach service areas by shading or 
outlining them. 

30 

O 
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The next step is to divide the selected outreach service area into 
sections. A logical way to do this is to begin with the central section 
of the outreach area and to work out from the center. The reason for doing 
this is that the information about the outreach service tends to spread out 
from the center of the circle. People who have already heard about the 
information and referral center will usually be more receptive to the out- 
reach worker. 

It may be that the older people in the community do not live in one 
particular area, but in a number of separated areas in the community. If 
feasible, it would then make sense to start with the area which has the 
highest concentration of older poor people and then to move on to the other 
areas, with the preference given to those areas which have the highest con*" 
centration of older poor people. Density of population is another factor 
to consider. 

For example, if there are two areas which have approximately 
the same number of older poor living in them, but one area has 
a higher population density (that is , more people living closer 
together) , it would be preferable to start with this area since 
it would take less time to cover. 

Making Canvassing Assignments 

You need to have a city map on hand. If you have used census tract 
data, transfer the boundaries that you have set up on your census tract 
to the city map. 

In making the canvassing assignments start with the blocks around the 
center of the area and work out from there. How fast your workers will be 
able to cover the area will depend on how many people live in the area, how 
dense the population _ is , how many people are interested in talking to them, 
and the living situation in the area. 
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For example, it will usually be easier to canvass a senior 
citizen high rise project than a number of individually owned 
homes which are far apart. 

You can roughly estimate that your outreach workers, after a bit of 

initial experience, will be able to complete interviews with two people 

a day. Therefore, in setting up your canvassing you can estimate how 

long it will take your workers to cover blocks or areas . 

For example, in census tract 8 of Mini-City, there are 1307 
people who are age 65 or over. Looking on the city map you 
will see that cnesus tract 8 (see Appendix E) covers 14 
blocks. There are approximately 93 older people living in 
each block of the area. Using the figure of two interviews 
a day, if you had five workers working in that block, it 
would take them approximately ten days to canvass that en- 
tire block. It would take the same five workers approximately 
six months to canvass all of census tract 8. (It should be 
noted here that this is an extremely high number of older 
people living in a census tract and probably would not. be 
found in most situations.) 



If you are not using census tract data, you will have to rely more 
on your knowledge of the area to estimate how much of it your workers c an 
cover. Since the area is to be worked from the center outward, you can 
gear the extent of the activity to the number of workers and the time that 
you have. 

For example, in Mini-City, covering tract 8 might be all that 
you could expect to do in your outreach service, with five workers. 

Prior to starting the outreach service, you will want to announce to 
the residents by letter drop that you will be coming to their homes . While 
your wprkers are doing this, you will want to have them make careful note 
of the living arrangements and building which exist in the blocks which 
they plan to canvass. In an area such as census tract 8 of Mini-City, 
there might be a large library or hospital which takes up one entire block. 
You could then eliminate that block when you make your canvassing assign- 
ments. You will want to make your daily assignment sheets to include one 



side of a block. 
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For example, in Mini-City one assignment would be to cover the 
north side of Michigan Avenue between Boardwalk and Pacific. At 
the same time another worker would be covering the. east side of 
Pacific Avenue between Michigan and Ohio . Be careful that each 
assignment can be finished in two or three days. You will want 
to be slightly ahead of the workers so that if they should finish 
their block early in the day, they would not have to come back to 
the center for their next assignment. For a suggested Canvassing 
Assignment Sheet form, see Appendix F. 



Pre-canvassing activities* 

\ . xt has been found in other outreach programs that people who have 
heard of the program before are more receptive to talking to the 
outrf: '.h worker. They are also more likely to avail themselves 

of the services which the information and referral center has to 
offer. Therefore, beginning two weeks to a month prior to the 
onset of the outreach canvassing, you will want to begin a program 
of -informing the area about the information and referral center 
and the outreach program . 

One way of doing this is to contact the public media, such 
as the newspaper, radio, and television stations. A second, and 
also a very effective way of informing people of the outreach 
program, is to enlist the assistance of people who come into con- 
tact with the elderly. It is suggested that ministers whose 
churches and synagogues are in the outreach area be contacted. 

If they are willing, they can mention the program in a service, 
in the bulletin, and to particular groups of older people. 

*Ac kurw l edgement and appreciation is given to Mr. Lester Fox of REAL 
Services, South Bend, Indiana, who supplied many of the Ideas discussed 
in this section. 
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Also, If the ar«« co bo covered Includes a senior citizens' 
cm ter or club. It would be vise to speak either to the mem- 
bership directly or to the people on the staff. Other people 
to be contacted will depend on the community and the particular 
area to be covered. 

The second p re- canvass task Is to discuss the outreach function 
vttb the Better business Bureau and the police department . This 
is ae a protection to the outreach service. Frequently 

people whom you will wish to interview will be suspicious that 
you are try leg to sell them something or to obtain entrance to 
Chair homes for illegal purposes. If you have cleared the ser- 
vice with the Better Business Bureau and police department, the 
outreach service can » suggest to them that they can call 
these places if they wish to. 

The third task to be done before the outreach service Is begun 
i s to drop an announcement letter at each home In the area . It 
ts beat if the announcement letter Is written by a person who 
is well respected and known In the community. This person might 
veil be a minister, doctor, or s person Involved In providing 

services for the community. Probably you have someone on 
your advisory board who would be willing to announce the service 
by letter. It is suggested that the letter be dropped one or 
days prior to the time that the outreach worker will be 
m to the horns. Therefore, after deciding In which order 
the blocks will be canvassed, you trill need to keep a day or 
too ahead of th* canvassing group in the latter drop. Tour 
Soccer night read Ilka the sample one in Appendix G. 
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Prior to beginning the outreach service, assemble with the 
outreach workers their interviewing kit. The interviewing 
kit, which the outreach worker will carry with him as he can- 
vasses, whould include the following: 

1) The interviewing schedule (see Appendix H) . 

2) A copy of the announcement letter which was dropped at 
each home prior to the outreach worker going to inter- 
view the person. This announcement letter should be 
enclosed in plastic or some other protective materi a l 
so that it will continue to look clean and neat. It 
is also preferable to have on the other side of the 
announcement letter a copy of a newspaper clipping 
which has recently appeared announcing the information 
and referral center or the outreach service. (Ideally, 
this clipping should include a photograph.) 

3) A copy of the directory to be given to each person 
interviewed . 

4) A letter to be left at homes where there is no answer. 
For a sample letter, see Appendix I. 

5) Self-addressed postcards which will be. given to those 
people who are unable to contact the center by tele- 
phone or other means (see Appendix J) . 
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Chapter 4^: Being an Outreach Worker 



The Job of Outreach Worker 

The job of the outreach worker is to bring together older 
people who have needs with places which can help meet those needs . 

To do this job the worker must help the older person be at 
ease in talking about the way his life is going. Then the worker 
can decide what problems the older person needs help with. 

To find help for the problem, the worker will need to know 
what places in the community help others , exactly what help each 
gives, and which people can receive help at each place. 

After knowing about the needs of the older person and the 
places which can help him, the outreach worker has to bring the 
two together. He will need to know what information to give the 
helping place . And he will have to help the older person feel at 
ease in receiving help . 

In doing his job the worker will be reading about helping 
places and writing down information about people's needs on simple 
forms . 

The outreach worker's job will be done by going to each home 
in areas of town where many older people live. The worker will find 
out if an older person lives at the home where he is calling and, if 
so, whether the older person has a need which is not being met. Then 
the outreach worker can begin his job of aiding the older person use 
the helping places which are in the community for him. 
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How to Interview 



Introduction : Interviewing is the way you will make contact 

with older people. Through interviews you will help them make use 
of helping places in your town. Being a good interviewer there- 
fore very important. 

press : One of the first things to think about is the way you 

will dress . The type of clothing you wear and your general appearance 
can influence how another person feels when he is with you. It is 
best to look neat, of course. Also your clothes should probably not 
look much different from what is usually worn in the area where you 
will be working. A woman will probably wish to wear stockings, a 
comfortable dress, and low-heeled shoes. Some people you will want 
to talk to might be "scared off" if they think you are a salesman. 
Therefore, it is suggested that men not wear a business suit and top- 
coat but rather a neat looking pair of slacks, comfortable shirt, 
and coat or jacket when needed. For the same reason, it is suggested 
that you not carry a briefcase, but rather carry your materials in a 

notebook or clipboard* 

Beginning the Interview : Before you can actually begin an inter- 

view you will have to think about t h e definition of an older person . 
Any definition of "older," whether it be 45, 60, or 65 is artificial, 
so it is therefore not necessary to be strict about it. The best way 
to think about it is that anybody who feels he is old enough for the 
service is old enough. It is just as important to talk to a person 
who is 49 as it is to talk to a person who is 80. Some people, 
particularly those between 45 and 65, do not wish to think of them- 
selves as older... it is important to respect their feelings. 
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At the beginning of the interview, it is important to make the 
older person feel comfortable with you. The first question on the 
interview schedule (see Appendix H) is a general, one, "How are things 
going for you?" By asking it, you hope to show the older person that 
you are interested in him. You are not taking a survey. You are 
there to listen to him and to try to help. Your asking this question 
in a relaxed way will help him feel at ease with you. 

After you have asked the first question, and perhaps as you go 
along, there may be pauses or silences. Don't feel you have to talk 
or ask another question. Wai t . Give him a chance to answer you. 

It is not important to obtain answers to all the questions in 
a very brief period of: time or in a particular order. If the inter 
view can be finished quickly that is fine. But if it takes longer 
to establish a comfortable relationship with the person so that he 
feels at ease in talking to you about his problems , then. It is 

important to spend that time with him. 

Most people like to tell things in their own time and in their 
own way. Because of this you might find yourself "off the subject" 
at times. While it is important to go at the older person's speed, 
you should draw him back to his present situation and how you might 

help him. 

For example, if a woman is talking about an- illness she had 
ten years ago, you can politely shift the conversation back 
to the present by ajkit'i, about her current- health . 
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Be-»y>R a Good Listener: Probably the most important thing in 



talking to another person is "being a good listener . " Being a good 
listener means that your concern for what the person is telling you 
is shown to him by your concentration on what he is saying and your 
response to what he tells you. Different "good listeners * indicate 
their listening in different ways . One of the usual ways is to 
maintain eye contact with the person you are talking to . This means 
that you "look him in the eye" during most of your conversation 
with him. 

Another way that good listeners indicate that they are really 
hearing what the person is saying is by sympathetic remarks in 
response to his statements. Frequently these remarks are such 
things as "uh huh," "I know how you feel," or simply a nod of the 
head. If you think of the people that you know who you would feel 
are "good listeners" you probably think of other kinds of things 
they do which make you feel this way about them. On the other hand, 
if you think of people who you feel are not very good listeners, 
you will probably find that when they talk to you they are looking 
out the window or some other place rather than at you. They some- 
times change the subject abruptly as if they aren't, really concerned 
about what you are saying. And often they seem stiff and formal in. 
their conversations with you. 

letting Him Decide: In asking the person questions and responding 

to him, it is important not to lead him into a particular answer. 

People who work with older persons often remark that they seem so 
happy to talk to you and so eager to please, that they often say what 
you want them to, rather than what they might actually be thinking 
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or feeling. 

For example, you are talking to a woman who needs clothes. 

The first thing that might come to your mind would be to 
suggest that a volunteer organization purchase them for 
her. If you suggest this to her she might well say it is 
okay with her. However, if you had asked for her ideas 
about how to solve the problem- she might have suggested 
what she would feel to be a better solution, perhaps having 
someone give her material or money for material so that 
she could sew her own dress . 

Talking About Sensitive Areas ; You will find that there are 
touchy areas which are difficult to talk about. Particularly 
sensitive areas are income and personal care. The interview 
schedule puts questions about income toward the end of the inter- 
view so that you will have an opportunity to establish a com- 
fortable feeling with the person before bringing them up. It is 
suggested that if the person appears reluctant or refuses to talk 
about an area, you ignore it for the time being. If you think it 
worthwhile, attempt to return to the sensitive area later on. It 
is not crucial for the person to answer all the questions on the 
interview schedule, so if insisting on answering the questions would 
threaten your relationship with the person, it is better not to push 
him. 



Being Aware of Behavior ; In addition to being responsive to what 
the person is saying to you, it is also important to consider the 
person's general behavior. This would include such things as his tone 
of voice, facial expression, and the way he sits and moves his body. 
Sometimes this behavior can give you helpful information about what 
a person is feeling. And sometimes what he says and what he seems to 

be saying may be different. 
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For Example, a woman might be saying to you that she has 
no concern about her health. But at the same time she 
might: be sitting nervously on the edge of her seat, 
perhaps avoiding looking you in the eye . 

Or, you may notice when you begin an interview* that while 
the person says that he is most happy to talk with you, 
he in fact appears quite shy and uncomfortable. He might 
be doing such things as mumbling, moving about the room as 
he talks, or nervously fiddling with his pipe. What he 
is saying and the way he is acting are telling you two 
different things. 

Sometimes the kind of feeling that you're getting for a person 

or situation through his behavior is something that you just want to 

keep in mind because it might relate to what he does in the future. 

You are talking to the man who says he's quite happy to talk 
with you and yet appears quite shy and uncomfortable. He 
might say that he is quite pleased about a referral to the 
Social Security Office and intends to go on his own. And 
yet you feel that because of his basic shyness it will be 
difficult, if not impossible, for him to do so. By being 
aware of this characteristic, you might suggest that you 
go with him to the Social Security Office, if he'd like. 

Sometimes it is necessary to talk about the person's behavior 

because it is as important as what the person is saying to you. 

You are talking to the woman who says she is not concerned 
with her health and yet her posture appears tense and her 
tone of voice concerned. You might want to say something 
like, "I notice that when we're talking about your health 
yoxx seem somewhat uneasy and concerned about it and X m 
wondering if perhaps you have some feelings of worry? 

By recognizing her worry, you have given her an opportunity 
to talk about her feelings. 

Recording Information ; For the purpose of obtaining infor- 
mation about older people's problems and for helping particular 
people, it will be necessary for you to record certain information. 
The information will include the basic information on the interview 
schedule and t?ae answers to the questions which are on the schedule 
It will also include other information which you might receive that 
you think is important for further investigation or which would be 



necessary in helping a person solve a problem. There are forms to 
be filled out for each attempted contact (See Appendix F) and a simple 
form to be filled out for those people whom you will be helping (See 
Appendix K) . 

Ending the Interview : Ending the interview is sometimes difficult. 

Particularly if the person is lonesome and has a lot of time on his 
hands, he is reluctant to let you go. When the interview has covered 
most of the important things you need to talk about with the person 
and it is time for you to end, do so firmly and nicely. Stress the fact 
that you have enjoyed talking to the person. If further contacts between 
the two of you are planned, such as if you are helping him to use the 
services of a community agency, you will want to specify when you will 
see him again and what will happen in the meantime. 

In t erviewing - What to Avoid 

Giving Information You are Not Sure of : One of the areas of great 

importance is not to give information which you are not sure of. i'he 
reason for this is obvious. You don't want to lead people astray, nor 
do you want the I and R center to get the reputation of employing people 
who "do not know what they're talking about." Therefore, if in doubt . 
check with your supervisor to make sure that you give a person correct 
information . 

Having Misunderstandings : A frequent problem is a person misunder- 

standing what you are trying to say to him. 
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If you spend considerable time with a few, you would not be able to 
help the many who need you. In addition, one of the reasons for the 
information and referral center is to point out to the community the 
kinds of needs which the older people have and to encourage the com- 
munity to provide services for those needs. If you yourself end up 
providing these services , you will ultimately be doing the community 
a disservice. 

Sharing Confidential Information : In all your relations with the 

people you talk to you will want to keep the information that they give 

you in strictest conf idence , discussing it only with your supervisor 

and others whom the older person gives you permission to talk to. It 

is only too easy to forget this. 

For example, if you had talked to one woman who says she 
feels lonely and then you talk to a neighbor who says the 
s amp, thing, you might immediately think of getting the two 
women together. This is a fine idea. However, you will want 
to check with each of them before giving their names to each 
other. So you would say to one of them, ’’There’s another 
lady in your area who also has indicated that she’s lonesome. 

Would you be. interested in getting together with her?” If so, 

"May I giveher your name?" 

Hie reason for emphasizing this matter of confidentiality is that 
people expect and have the right to be treated with dignity and respect, 
which means protecting their privacy. 



Interviewing - Problems You May Have 

Being Turned Down : One of the situations which outreach workers 

sometimes run up against is having people turn them down when they knock 
on the door. For the person who has not done this type of work before, 
it is frequently "difficult to take." It’s hard not to think of it 
personally and feel that the person is reacting to the kind of person 
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you axe ox to what you axe saying. It helps to remember that pre- 
senting the information and xefexxal pxogxam is quite similar to 
selling something. You give the person information about the pro- 
gram, but whether they wish to "buy" is up to them. 

There are some people who won't open the door when you knock, 
even though they are home. Sometimes you can see these people through 
the window or have some other evidence that they are home. It is 
suggested that you make a note of this on your record sheet. Put a 
copy of the letter which you will have with you (See Appendix I) 
underneath the door. In this letter you will put down a specific 
time at which you will be returning to their ho se. It is impor- 
tant to follow up on these people because sometimes they are deaf 
and unable to hear you knocking or they may simply be frightened about 



opening a door to a stranger. 

Sometimes people will open a door but. are still reluctant to talk 
to you and will indicate to you that they do not wish to be interviewed. 
It has been the experience of others doing this work that it does not 
help to t alk about the importance of the interview to them. It does 
sometimes help to suggest that the interview will be a change in 
routine to them. Emphasize that it will take just a few minutes and 

that, of course, there is no fee involved- 

To deal with the reluctance of a person, it is sometimes necessary 
to find out why they don't want to talk to you. It might be that they 
think you are trying to sell them something. If sc , you can suggest 
that they call the Better Business Bureau. Sometimes the person will 
feel ill or too busy at that time. Or he may feel that his house or 
his person is too messy so that he does not wish to invite you in. If 
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the surface." This xueana not only to concern yourself with the most 

pressing problem or the problem which the person tells you about but 

als r ; those, problems which are perhaps more basic. 

For example, you might assist a person in need of food by 
helping him to obtain an emergency food order from the 
relief department. But what will he do when that food 
runs out? Will he have the same problem again? Perhaps 
he needs ongoing financial assistance. Or maybe he needs 
help in budgeting his money more reasonably. 

Many people have frequent emergencies because they have an unsolved 

problem which keeps causing a crisis. If you can help to solve the more 

basic problem you are Indeed doing your job well . 

Learning to Keep Facts Separate from Your Thinking: One of the ways 

in which you can become a really good outreach worker is to learn the 

difference between facts (what you see and hear) and what you think. 

The best way t • explain the difference is by example. 

You tall lo Mr. C. , age 73, in his home. His speech sounds 
slurred and his hands are shaking. He says he has no appetite. 

You feel he must be sick. 

Vu#» t you see is that he has shaking hands • What you hear is his 
.rred speech and his telling you he has no appetite. These 
«. e the facts . What you think about the facts is that Mr. C. 
is sick. 

It is eas/ to "Jump to conclusions" if you do not have all the 
facts . And since you decide to do or not do certain things based on what 
you think , you want to be very sure your thinking is correct . To be 
correct look at the facts you have (what you have seen and heard) , see 
if you need more facts, and lastly check to make sure your thinking 
follows from the face*' 
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You have to decide whether you should encourage Mr. C. to 
see a doctor. Slurred speech and shaking hands usually 
mean a person is sick. But a number of older people 
have those problems. You decide to talk more with tfo:. C. 

He says he's had a problem with his speech and his hands 
since his stroke seven years ago. The doctor told him 
he'd always have those problems. But he lost his appetite 
yesterday. From what Mr. C. has said (the facts ) you thin k 
that it is too early to tell if he is sick. You deci de to 
call him in two days to see how he is feeling. 

Keeping facts separate from thinking will help you make good 

decisions. Also it will improve your ability to communicate. 

Two days later you call on Mr. C. again. He still has no 
appetite and has been vomiting. He looks pale and weaker. 
You think he could be seriously ill. You decide to call 

the doctor. 



^ 0^0 ig an example of poor communication : 

••Hello, Dr. Jones? X am calling about Mr. C. He is 
pretty sick. I think you'd better see him right 

away . " 

The above is poor communication because you are talking about what 

you think . You could tell the doctor much more if you talk about facts. 

"Hello, Dr. Jones? I'm calling about Mr. C. who is 73 years 
old. Two days ago he lost his appetite and today he started 
vomiting. He looks pale and weak to me. And of course he 
had that stroke seven years ago. I think you d better take 

a. look at him." 

To summarize, facts are what you see and hear- Thinking is your 
ideas about the facts. If you keep the facts separate from your thinking, 
you can make good decisions and you can communicate well. 
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Us-tnpr the Interview Schedule : As an aid to you in doing inter 

viewing, a series of questions has been prepared which you can ask. 

This interview "schedule" (see Appendix H) is designed to be used as 
a flexible guide. The questions cover the various areas in which 
people have problems and for which there are resources available. 

The aim in asking the questions is first to obtain a general 
idea of the person’s life now. You can explore whether anything in 
his life is a problem for him. And if so, what help he is currently 
getting for the problem. The next step is to find out whether the help 
he is now getting, if any, is really helping and how you, the informa- 
tion and referral service center, and existing community resources 
can help him. 

Frequently the /ords "explore" and "inquire" are used in the 
interview schedule. The ways in which you will explore will depend 
on the individual and on the type of resources which do exist in the 
community . 

For example, it is suggested that you ask of an unemployed 
person whether he is interested in being employed. You 
obviously would not ask this of an individual who is 
completely bedridden and unable even to take care of his 

personal needs • 

Similarly when you start to explore in the area of health, the person s 
personal appearance might give you some clues as to what questions to 
ask. 

If he is in a wheelchair, you would sound a bit silly asking him 
if he has any health problems. Instead you would lead into the 
area by asking him something like how long he has used a wheel- 
chair. 
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The way in which you will explore the areas will also depend 

on the resources which are in your town. 

If the person says that he is lonely and would like more 
company, you would probably not want to ask if he would 
like someone to visit him in his hotae, unless that type 
of visiting service is available in your community or 
you think you could make that arrangement for him. 

The order in which the questions are asked is of relative un- 
importance. If you are talking about how a person spends his day and 
he gives you a lot of information about his job, then you can merely 
skip that section or ask only a few questions about it. It is suggested 
that you do leave the question about income until later in the inter- 
view as some people are sensitive about this. As you will notice, no 
specific questions about the amount of income are asked and it is 
suggested that this only be asked if it has importance in solving a 
financial problem. 

When you are doing the canvassing, you will not only be concerned 
about talking to the people who will classify themselves as "older," 
but also people who might have relatives or friends who might be able 
to use the services of the information and referral center. Therefore, 
on the interview schedule it asks: If the person himself is not older, ask 

whether he has a friend or relative who is, and who might have a problem. 

In this regard, it is also important to remember that frequently an older 
person might also have parents who are older. You might be talking to 
someone in his early sixties about his problems, and he might also have 
parents who are living in the same community who are in their eighties. 
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Something to Remember : The services provided by the information 

and referral center are not gifts to the older people, they are rights 
to which they are entitled. Your contact with older people is an 
important experience for them. They must be made to feel that they 
are respected. Recognition of the importance of each person as an 
individual is of the utmost in every contact „ however slight. 
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Chapter 5 



Referral and Follow-Up 

In doing your outreach activiti'*' you can anticipate that about 
10% of the people you contact will need and be able to be referred to 
a community resource. The percentage may be very much higher than 
this in certain areas. It will also be higher if the outreach workers 
are very systematic in their problem-finding activities and in their 
follow-up . 

Because the referral and follow-up processes and their importance 
are discussed thoroughly in other manuals in this series , it is 
suggested that y>u refer your outreach workers to them for learning 
about referral and follow-up. 
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VI : Appendices 



A. Cities for Which Census Tract Data is Available 

B. Where to Obtain Census Tract Data 

C. Census Tracts in Mini-City, USA 

D. Census Tracts in Maxi-City, USA 

E. Street Map — Mini— City , USA 

F. Canvassing Assignment Sheet 

G. Sample Announcement Letter 

H. Interview Schedule 

I. Letter to be Left at Homes Where There is No Answe 

J. Sample Postcard 

K. Activity Sheet 
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Appendix A - Cities for which census tract data is available* 
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Appendix B 

Where to obtain census data* 



Field Offices 

U.S. Department of Commerce 



Albuquerque, N. Mex. , 87101, U.S. Sourthouse 
Anchorage, Alaska, 99501, Loussac-Sogn Bldg. 

Atlanta, Ga. , 30303, 75 Forsyth St., N.W. 

Baltimore, Md., 21202, U.S. Customhouse 
Birmingham, Ala., 35205, 908 South 20th St. 

Boston, Mass., 02203, John F. Kennedy Fed. Bldg. 

Buffalo, N.Y., 14203, 117 Ellicott St. 

Charleston, S.C., 29403, 334 Meeting St. 

Charleston, W. Va., 25301, 500 Quarrier St. 

Cheyenne, Wyo., 82001, 2120 Capitol Ave. 

Chicago, 111., 60604, 219 South Dearborn St. 

Cincinnati, Ohio, 45202, 550 Main St. 

Detroit, Mich., 48226, Fed ral Bldg. 

Greensboro, N.C., 27402, Federal Bldg. 

Hartford, Conn., 06103, 450 Main St. 

Honolulu , Hawaii, 96813, 1015 Bishop St. 

Houston, Tex. , 77002, 515 Rusk Ave. 

Jacksonville, Fla,, 32202, 400 West Bay St. 

Kansas City, Mo., 64106, 911 Walnut St. 

Los Angeles, Calif., 90024, 11000 Wilshire Blvd. 

Memphis, Tenn., 38103, 147 Jefferson Ave. 

Miami, Fla., 33130, 25 West Flagler St. 

Milwaukee, Wis., 53203, 238 West Wisconsin Ave. 

Minneapolis, Minn . ,^5 5401 , 110 South Fourth St. 

Hew Orleans, La., 70130, 610 South St. 

New York, N.Y., 10007, 26 Federal Plaza, Foley Sq. 

Philadelphia, Pa., 19107, 1015 Chestnut St. 

Phoenix, Ariz . , 85025, 230 North First Ave. 

Pittsburgh, Pa., 15222, 1000 Liberty Ave. 

Portland, Oreg., 97204, 520 S.W. Morrison St. 

Renb, Nev. , 89502, 300 Booth St. 

Richmond, Va. , 23240, 400 North 8th St. 

St. Louis, Mo., 63103, 1520 Market St. 

Salt Lake City, Utah, 84111, 125 South State St. 

San Francisco, Calif., 94102, 450 Golden Gate Ave. 

San Juan, P.R. , 00902, Post Office Bldg. 

Savannah, Ga. , 31402, 125~29 Bull St. 

Seattle, Wash., 98104, 909 First Avenue 

*This information was obtained from the U.S. Department of Commerce and 
is c ur rent as of January 1971. 
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